Financial Policy
of the
Shire of Sylvan Glen

(Revised August 2021, Ratified by Shire November 2021, Approved by Kingdom

April 2022)
Section [ PIEIACE ...ttt ettt ettt es et s e s R R SRR R AR bRt 1
Section I GENETAL PrOVISIONS wouvveveceueersseesseessseessesesssesssss s e sssesssessessssessssssesssssssss ssssssss s st sessssssssssssessass 1
Section III FINANCial COMIMITEEE .......ceceieerecrereserene e e sress s s ees e sss s s s s snes s snne s 1
Section [V ANNUAL BUAZET ...ttt eessessseses s s s s st s s ses bbbt s e 2
Section V EXPENAITUTES covvu vt sersessesesssssssss s s s s s s ss s bbb s 3
Section VI Event Bids & Other ACtiVity FINANCES ... seesesseesseesse s ssesesssss s ssessssssssssssees 4
Section VII o (0] 7=) o TR 4
Section VIII.  Changes to FINancial POLICY: ... sses s eesses s sssesssessssssssssssessass 5
Section I Preface
A. Purpose

This financial policy is intended to govern the financial decision-making process of the Shire of
Sylvan Glen.

B. Conflict

This policy does not express or delineate Corporate or Kingdom SCA policies. If any conflict
exists or arises between corporate or Kingdom rules, policies, or procedures and the provisions
contained herein, the corporate or Kingdom laws and policies shall prevail. Further, if such a
conflict is discovered, this policy shall be revised and amended to eliminate such conflict at the
earliest opportunity, by means of procedures set forth herein.

Section 11 General Provisions

All shire funds, moneys, and assets shall be kept, maintained, and utilized in accordance with the
policies of the Exchequer of the Kingdom of Athelmearc, and of the SCA, Inc.

Section II1 Financial Committee

A. Responsibilities

The Financial Committee is responsible for reviewing the financial policy for the shire in
accordance with Kingdom policy, creating a yearly budget, and reviewing financial requests for
shire, kingdom and corporate compliance.
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B.

Members

This committee will include the seneschal, the exchequer, and three sustaining members of the
shire over the age of 18. The election of the Financial Committee’s three sustaining members is
held in May on even numbered years and follows the same procedures as electing new officers
as defined in the operating policies of the Shire of Sylvan Glen.

I
ii.

ii.

iii.
iv.

D.

The exchequer is always the Chair of this committee.
The term of the Financial Committee member shall be two years, or in the case of
exchequer or seneschal, until their term expires.

Financial Committee Meetings

Financial Committee meetings will be held as needed to discuss or take action on
financial matters.
A meeting can be called by the Seneschal or the Exchequer.

If another Financial Committee member has information that needs to be brought to
the attention of the committee, they should request that the Seneschal or Exchequer
call a meeting.

The meeting is run by the Exchequer.

Meetings of the financial committee shall follow the same guidelines as defined in
the Shire of Sylvan Glen Operating Policies.

There shall be at least one Financial Committee meeting per calendar year to plan
the Shires annual budget by October 31st, to be presented to the shire for approval.

Financial Policy shall be reviewed by the Financial Committee at the same meeting
that the annual budget is planned.

Financial Committee Voting

A majority vote of the Financial Committee is sufficient to carry a decision and may be carried
out in any manner chosen by the exchequer.

Section 1V

A

Annual Budget

Mandatory Provisions

The annual budget must include provisions for:

L.
ii.

iii.

B.

Office expenses for elected officers
Planned Shire events
Additional purchase of or repair and replacement of equipment

Optional Provisions

The annual budget may include provisions for:

L.

Equestrian or other insurance
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il.

iii.

ii.

iii.

Section V

Special projects
Potential Kingdom level events

Approval of Budget

The annual shire budget must be presented to the populace for comment at a
scheduled shire business meeting.

The annual shire budget must then be approved by the shire by majority vote, and
once approved, shall be published via the shire’s official communication channel.
The annual shire budget shall be approved by December 31st of each year for the
following calendar year.

Reconciliation

The financial committee is responsible for reconciling the shire’s budget and
present a report to the shire, and be distributed via the shire’s official
communication channel. The reconciliation report should be completed prior to the
next year’s budget.

Expenditures

All Shire purchases and expenditures, outside of pre-approved yearly budgets and event costs, must
be approved in advance by the Financial Committee on a case-by-case basis.

A

ii.

iii.

iv.

ii.

iii.

Expenditure Approval

Requests for special expenses of fifty dollars or less may be made directly to the
shire Seneschal and Exchequer and must be approved by both.

Allocation of funds, not relating to a shire sponsored event, not in the annual budget,
or not in a designated fund account, of $50.01-$200.00 may be approved by the
Financial Committee’s majority vote.

Allocation of funds, not relating to a shire sponsored event, not in the annual budget,
or not in a designated fund account, over $200.01 must be approved at a business
meeting of the Shire by majority vote. The shire may also choose to reimburse
retroactively for expenses directly related to shire operations, activities, and
equipment.

Report of all financial activity under Subsection i and Subsection ii above shall be
made by the exchequer at the following shire business meeting.

Advances, Expenditures, and Reimbursements

Advances may be issued for approved dedicated expenses.

The Advancement of Funds form must be signed by the Exchequer and the recipient
prior to the issuance of the funds.

Receipts and unused funds must be returned to the Exchequer.
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Section VI Event Bids & Other Activity Finances

A. Event/Activity Bid
i. An event/activity bid must be in writing using forms approved by the financial
committee
ii. All bids must first be submitted to the seneschal for general review, after which the

bid will be reviewed by the financial committee for financial viability. Bids with
problems at either level of review will be returned for corrections. Bids deemed
viable at both levels of review will be presented to the shire for acceptance by the
bidder at the appropriate meeting.

B. Income

All proceeds, income, and property received from an event/activity shall be the property of the
shire. All income shall be collected, handled and maintained in accordance with the policies and
procedures established by the Kingdom of AEthelmearc. Receipts of all proceeds, income, and
property must be reported by the exchequer to the shire at the following business meeting.

C. Refund Policy

i. All refund requests must be in writing, email or in person to the event/activity
autocrat, seneschal or exchequer.

ii. A refund of site fee will be granted if requested at least 72 hours before the
event/activity date.

iii. A refund of site fee will be granted if requested on the day of the event/activity or
up to fourteen (14) days after the event/activity if the event/activity makes a profit.

iv. A refund of feast fees will be granted if requested and the feast seat can be resold.

V. All refunds will be made by check from the shire’s checking account.

Section VII  Property

The shire office of Exchequer is charged with keeping, managing and inventorying the shire
owned property and material assets. This information shall be made available to members upon
request.

A. Officer Responsibilities

An annual inventory accounting shall be given to the office of the Chamberlain (or Exchequer if
there is none) by all shire officers who have materials or items purchased with shire funds or
donated to the shire. This inventory is due on or before November 1st of each year.

B. Inventory Details

Inventories will include explanations for changes from the previous inventory. Inventories will
include all consumable and non-consumable items. Disposal of inventory due to age and wear is
done at the discretion of the Chamberlain (or exchequer) and be included in monthly officer
report. Insofar as it is possible and reasonable, all items of shire-owned property shall be
prominently and permanently labeled as such.
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Section VIII Changes to Financial Policy:

A.

Corporate and Kingdom Conflict Corrections

This Financial Policy may be modified or corrected by the Kingdom Exchequer so as not to conflict
with Corpora or Kingdom financial policies.

B.

il.

iii.

iv.

C.

Other Changes

When it is decided to change Financial Policy, the changes must be distributed to the
populace of the Shire for comment. This ean shall be done by presenting at a
meeting, and then distributed via the shire’s official communication channel.-
Changes to the Financial Policy are approved by a 2/3rds majority vote at a shire
business meeting.

A signed copy of the revised policy must be sent to the Kingdom Exchequer for
approval.

Signatures required for the signed copy are the Exchequer and the Seneschal.

When the policy has been approved by the Kingdom Exchequer, it will be
distributed via the shire’s official communication channel.

Publication

The shire Financial Policy shall be made available via the shire’s official website, and made
available in print upon request, as needed.
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